THE  BUSINESS 
EDUCATION  WORLD 

Successor  to  The  American  Shorthand  Teacher 


JOHN  ROBERT  GREGG.  Editor 


ALAN  C.  LLOYD 
Manai{in(i  Editor 


GUY  S.  FRY 
Business  Manager 


Volume  XXVIII 


September,  1947 — June,  1948 


THE  GREGG  PUBLISHING  COMPANY 


270  Madison  Avenue 


New  York  16,  New  York 


# 


I  tl  12  £  X 


CONTRIBUTORS,  SUBJECTS,  AND  TITLES 


A 

Abbott,  Oenevleve 

Ten  tips  for  beginning  bookkeeping  teachers, 
27 

Accounting  (afifi  Bookkeeping) 

Adalnl strati on  and  supervision 

Administrator  looks  at  the  bookkeeping 
teacher,  the,  153 

Administrator  looks  at  the  business  teacher, 

the,  34 

Administrator  looks  at  the  business-law 
teacher,  the,  527 

Administrator  looks  at  the  salesmanship 
teacher,  the,  271 

Administrator  looks  at  the  secretarial 
practice  teacher,  the,  335 
Administrator  looks  at  the  shorthand 
teacher,  the,  107 

Administrator  looks  at  the  teacher  of 
elementary  business,  the,  467 
Administrator  looks  at  the  transcription 
teacher,  the,  421 

Administrator  looks  at  the  typewriting 
teacher,  the,  210 

Business  teacher  as  a  craftsman,  the,  602 
Mobile  business  classroom,  the,  81 
Rebuttal — the  business  teacher  looks  back  at 
the  administrator,  211 
State  and  city  supervisors  of  business 
education,  166,  247 

Supervisor  views  your  lesson  planning,  the, 
596 

Teacher  Intervlsltatlon,  266 
What,  no  business  library? *  585 
Adult  education 

O.I.'s  are  good  students,  214 
Aim  at  only  one  sklll-bullding  objective  at  a 
time,  222 

Allgeler,  Donald  V. 

Technique  of  saying  "no,"  the,  238 
Alternate-answer  tests  In  business  law,  286 
American  Association  of  Colleges  of  Teacher 
Education,  439 

American  Association  of  Connerclal  Colleges, 
314 

American  Vocational  Association,  2,  314 
Amster,  Alvin  H. 

O.I.'s  are  good  Students,  214 
Anderson,  Ruth  I. 

Problem  dlctatl(»i  for  transcription,  489 


Andruss,  Harvey  A. 

Dllenma  of  education  In  a  democracy,  the, 

144 

Arithmetic,  commercial 

Business  arithmetic — alone  or  integrated? 

492 

Artistic  alphabet,  No.  1,  367;  No.  2,  429; 

No.  3,  471;  No.  4,  533;  No.  5,  600 
Associations  (see  name  of  Individual 
association) 

Audio-visual  aids,  72,  131,  196,  261,  384,  450, 
514,  572 

How  to  order  a  film,  411 
Practical  audio-visual  aids  In  business 
education,  468 

Teaching  aids;  picture  stories,  212 
B 

Bahr,  Gladys 

Q-Sago  unit  on  "advertising,*  a,  215 
Bast,  M.  L. 

Classroom  typewriters — pica  or  elite?  454 
Beckley,  Donald  K. 

Getting  value  frcm  work  experience,  577 
Help  wanted:  college  teachers,  204 
Beyond  the  expe^mental  stage,  92 
Bibliography 

What,  no  business  library?  585 
Blackboard  Is  for  George,  the,  88 
Blackstone,  E.  G. 

Don't  grade  so  many  typing  papers,  574 
Blakeslee,  David  W. 

Observation  trips  In  teaching  retailing,  464 
Blanchard,  Clyde  I. 

Aim  at  only  one  sklll-bullding  objective  at 
a  time,  222 

Build  on  beginners'  longhand  skill,  24 
Build  shorthand  vocabulary  along  with  speed, 
288 

Build  speed  by  the  pyramid  plan,  358 
Give  the  right  kind  of  remedial  assistance, 
543 

Measure  by  more  than  words-a-mlnute ,  590 
Substitute  shorthand  for  longhand,  89 
Ten  comnandments  for  the  teaching  of 

shorthand,  I,  24;  II,  89;  III,  151;  IV, 
222;  V,  288;  VI,  358;  VII,  406;  VIII, 

459;  IX,  543;  X,  590;  summary,  591 
Use  automatic  Instead  of  formal  reviews,  151 
Vary  the  tempo  of  your  teaching,  459 
When  you  teach,  teach,  don't  test,  406 


7*  ' 

''  vr 

Bookkeeping 

Accounting  cycle  chart,  X,  46;  XI,  113; 

XII,  169;  XIII-XIV,  235;  XV-XVI,  280; 
XVII-XVIII,  352;  XIX,  425;  XX,  477; 

XXI,  550;  XXII-XXIII,  606 
Bookkeeping,  electricity,  and  the  B.E.W., 

350 

Charting  preferred  stock  transactions,  352 
Charting  promissory  notes,  46 
Charting  sinking  fund  accounts,  549 
Charting  the  voucher  system,  169 
Common  stock  transactions,  280 
Contest,  32,  110,  174,  237,  278,  353,  355, 
409,  474,  548,  592 
Discounting  promissory  notes,  113 
First  week  In  bookkeeping,  the,  456 
International  bookkeeping  contest  winners, 
31,  592 

Merchandise  Inventory  adjustments,  477 
Recording  consignment  transactions,  606 
Recording  sale  of  bonds  at  a  discount,  476 
Recording  the  sale  of  bonds  at  a  premium, 
425 

Sacred  cow — the  bookkeeping  cycle,  301 
Sunnarlzlng  accounts,  235 
Ten  tips  for  beginning  bookkeeping 
teachers,  27 

To  guarantee  practical  bookkeeping,  521 
Books,  37,  91,  230,  360,  423,  487,  541,  608 
Bowie,  Archibald  Alan 

On  the  lookout,  62,  124,  186,  248,  310, 

374,  436,  500,  562,  624 
Bowser,  Harry  M. 

Business  trains  for  sales,  207 
Brief-form  drills  can  be  fun,  422 
Briggs,  Milton 

Bookkeeping  contest,  32,  110,  174,  237, 

278,  353,  355,  409,  474,  548,  592 
Brinkman,  Albert  R. 

Teacher,  the  classroom  salesman,  478 
Brother  B.  Robert 

Blackboard  Is  for  Oeorge,  the,  88 
Bruner,  Ruth 

Demanding  Miss  Brown,  the,  138 
Build  on  beginners'  longhand  skill,  24 
Build  shorthand  vocabulary  along  with  speed, 
288 

Build  speed  by  the  pyramid  plan,  358 
Business  arithmetic  (sfifl  Arithmetic, 
commercial) 

Business  education 

Business  education  In  Central  America,  579 
Business  education  In  the  army  education 
program,  530 
Business  English 

Business  English  projects,  44 
How  International  are  you?  589 
Technique  of  saying  "no,"  the,  238 
Thumbs — for  teaching  business  English,  332 
What  Is  your  V.Q.?  232 
Business  law 

Administrator  looks  at  the  business-law 
teacher,  the,  527 
Alternate-answer  tests,  286 
Case-study  tests,  524 
Matchlng-test  questions,  482 
Multiple-choice  questions,  39 
Single-answer  questions,  160 
Business-letter  phrase-frequency  count,  356, 
426 


Business  promotes  school-aid  campaign,  276 
Business  teacher  as  a  craftsman,  the,  602 
Business  teaches,  366 
Business  trains  for  sales,  207 

C 

California  Business  Educators’  Association,  566 
Canadian  studies  trends  In  education,  a,  219 
Case  studies,  50,  106,  143,  270,  341,  429,  463, 
529 

Case-study  tests  In  business  law,  524 
Catholic  Business  Education  Association,  154, 
195,  381,  503,  564 
Chandler,  Dorothea 

Spanish  shorthand,  607 
Charting  preferred  stock  transactions,  352 
Charting  promissory  notes,  46 
Charting  sinking  fund  accounts,  549 
Charting  the  voucher  system,  169 
Chicago  Area  Business  Educators  Association, 

192 

Classroom  organization  for  teaching  elementary 
business  training,  170 
Classroom  typewriters — pica  or  elite?  454 
Clerical  training  for  the  foreign  service,  452 
Clevenger,  Earl 

Employee  selection  practices,  1947,  362 
Collegiate  credit  In  skill  courses,  611 
Common  stock  transactions,  280 
Co-operative  education 

Beyond  the  experimental  stage,  92 
Business  teaches,  366 
Getting  value  from  work  experience,  577 
Cratty,  Myrtle  L. 

System  for  handling  funds  of  pupil 
activities,  a,  587 
Curriculum 

Business  education  In-the  army  education 
program,  530 

Canadian  studies  trends  In  education,  a,  219 
Dilemma  of  education  In  a  democracy,  the, 

144 

Education  for  business  today,  17 
Making  a  survey  work,  613 
Vocational  training  In  business  education, 
336,  396 


D 

D'Ella,  Anthony 

How  to  order  a  film,  411 
Delta  PI  Epsilon,  195,  316,  439 
Demanding  Miss  Brown,  the,  138 
Difficulty  of  shorthand  dictation  material, 
the,  13,  85,  162 

Dilemma  of  education  In  a  democracy,  the,  144 
Discounting  promissory  notes,  113 
Distributive  education 

Getting  value  from  work  experience,  577 
Help  wanted:  college  teachers,  204 
How  vocational  Is  your  sales  course?  8 
Observation  trips  In  teaching  retailing, 
464 

Student  service  shoppers,  106 
Twins — not  brothers-ln-law,  201 
Donahue,  J.  Howard 

Business  English  projects,  44 
Don't  grade  so  many  typing  papers,  574 
Dwyer,  Bemlece  Hollar 

Clerical  training  for  the  foreign  service, 
452 


lit 


E 

Eastern  Business  Teachers  Association,  3,  254, 
312,  380,  503 
Eckhoff,  Harry  C. 

Business  education  In  the  army  education 
program,  530 
Edmondson,  Beatrice 

Good  grooming  €Uid  "Sm-o-o-th  Susan,"  47 
Education  for  business  today,  17 
Electric  typing,  516 
Employment 

Employee  selection  practices,  1947,  362 
Estep,  Reginald  C. 

Bookkeeping,  electricity,  and  the  B.E.W., 

350 

Extracurricular  activities 

Skit  of  the  month,  16,  90,  159,  221,  292, 

334,  406,  481 

System  for  handling  funds  of  pupil 
activities,  587 

F 

Fasnacht,  Harold  D. 

Q-Sago  unit  on  shipping  services,  a,  293 
Filing 

Future  In  filing,  a,  140 
First  week  In  bookkeeping,  the,  456 
Fitch,  Marjorie 

Practice  vnhat  you  preach — by  subbing,  537 
Fitts,  Enlce  E. 

Ringing  the  bell,  400 
Footwork,  30 
Freeman,  M.  Herbert 

Q-Sago  unit  on  selling,  a,  484 
Fries,  Albert  C. 

Books,  37,  91,  230,  360,  423,  487,  541,  608 
Future  In  filing,  a,  140 

0 

Garvey,  Claudia 

Transcription  aids,  43,  103,  176,  228,  296, 
348,  418,  472,  545 
Gemmell,  Janes 

Q-Sago  unit  on  planning  a  business  career, 
550 

Gerdes,  Bruce  E. 

To  guarantee  practical  bookkeeping,  521 
Getting  out  commercial  work  for  teachers,  460 
Getting  value  from  work  experience,  577 
G.I.'s  are  good  students,  214 
Gibson,  E.  Dana 

Practical  audio-visual  aids  In  business 
education,  468 

Give  the  right  kind  of  remedial  assistance,  543 
Given,  John  N. 

Administrator  looks  at  the  bookkeeping 
teacher,  the,  153 

Administrator  looks  at  the  business  teacher, 
the,  34 

Administrator  looks  at  the  business-law 
teacher,  the,  527 

Administrator  looks  at  the  salesmanship 
teacher,  the,  271 

Administrator  looks  at  the  secretarial 
practice  teacher,  the,  335 
Administrator  looks  at  the  shorthand 
teacher,  the,  107 

Administrator  looks  at  the  teacher  of 
elementary  business,  the,  467 


Given,  John  N.  (continued! 

Administrator  looks  at  the  transcription 
teacher,  the,  421 

Administrator  looks  at  the  typewriting 
teacher,  the,  210 

Business  teacher  as  a  craftsman,  the,  602 
Goldring,  C.  C. 

Canadian  studies  trends  In  education,  a,  219 
Good  grocmlng  and  "Sm-o-o-th  Susan,"  47 
Goodfellow,  Raymond  C. 

I  believe  In  convention  values,  402 
Graham,  Jessie 

Q-Sago  unit  on  consumer  credit,  a,  363 
Green,  Alice  C. 

Making  a  success  of  your  Job,  281 
Gregg,  Edna  L. 

Too  old  for  summer  school?  539 
Gregg,  Janet  Klnley,  508 
Gregg,  John  Robert,  23,  74,  134,  437 
Gregg  Writer  dictation  material,  54,  116,  178, 
240,  302,  368,  430,  494,  554,  616 

H 

Haas,  Kenneth  B. 

Vocational  training  In  business  education, 
336,  396 
Harms,  Harm 

Education  for  business  today,  17 
Harrison,  Lincoln  J. 

Merchandise  Inventory  adjustments,  477 
Hart,  Leo  B. 

Mobile  business  classroom,  the,  81 
Harvey,  Truselle 

Are  secretarial  beginners  worse?  35 
Held,  Ruth 

Business  teaches,  366 
Help  wanted:  college  teachers,  204 
Hosier,  Russell  J. 

Collegiate  credit  In  skill  courses, 

611 

Hossfleld,  George  L. 

Electric  typing,  516 
How  International  are  you?  589 
How  to  order  a  film,  411 
How  vocational  Is  your  sales  course?  8 
How's  your  shorthand  penmanship,  shorthand 
teacher?  528 
Huffman,  Harry 

Play's  the  thing,  the,  392 
Summer  ahead,  the,  534 
Human  element,  the,  519 

I 

I  believe  In  convention  values,  402 
I  have  stopped  speaking — for  free,  404 
If  I  had  more  time,  290 

International  Society  for  Business  Education, 
3,  258 

J 

Johnson,  Dorothy  M. 

Wanted:  one  typist,  79 
Johnson,  Martha  V. 

Transcription  In  Connecticut,  581 
Join  the  Jury,  154 
Jones,  Harold  J. 

Getting  out  commercial  work  for  teachers, 
460 

Josko,  William  J. 

What,  no  business  library?  585 


Junior  business 

Administrator  looks  at  the  teacher  of 
elementary  business,  the,  467 
Classroom  organization  for  teaching 
elementary  business  training,  170 
Q-Sago  pattern  for  teaching  elementary 
business  training,  the,  96 
Q-Sago  unit  on  consumer  credit,  a,  363 
Q-Sago  unit  on  life  Insurance,  a,  415 
Q-Sago  unit  on  local  transportation,  a,  603 
Q-Sago  unit  on  planning  a  business  career, 
a,  550 

Q-Sago  unit  on  selling,  a,  484 

Q-Sago  unit  on  shipping  services,  a,  293 

K 

Kaiser,  Julius  B. 

Future  In  filing,  a,  140 
Kennedy,  Raymond  J. 

To  teach  the  principles  of  selling, 
demonstrate  them,  272 
Kensy,  Louise 

Typing  "budgets"  aren't  adequate,  21 
King,  Lloyd  W. 

Business  promotes  school-aid  campaign,  276 
Kloss,  Alton  Q. 

Placement  bureau,  328 
Knouse,  R.  S. 

Student  service  shoppers,  106 
L 

Leslie,  Louis  A. 

Difficulty  of  shorthand  dictation  material, 
the,  13,  85,  162 
Lesson  planning 

Supervisor  vle»ys  your  lesson  plauinlng,  the, 
596 

Llndberg,  Ruby 

Rebuttal — the  business  teacher  looks  back 
at  the  administrator,  211 
Lloyd,  Alan  C. 

Classroom  organization  for  teaching 
elementary  business  training,  170 
New  teacher,  aren't  you?  12 
Q-Sago  pattern  for  teaching  elementary 
business  training,  the,  96 
Loso,  Foster  W. 

If  I  had  more  time,  290 

M 

Mahoney,  Harold  J. 

I  have  stopped  speaking — for  free,  404 
Making  a  success  of  your  Job,  281 
Making  a  survey  work,  613 
Marley,  Faye 

Project,  Red  Cross,  388 
Matchlng-test  questions  In  business-law  tests, 
482 

McQlll,  E.  C. 

Q-Sago  unit  on  local  transportation,  a,  603 
Measure  outcome  by  more  than  words-a -minute, 
590 

Merchandise  Inventory  adjustments,  477 
Midwestern  Business  Schools  Association,  314, 
566 

Mobile  business  classroom,  the,  81 
Multiple-choice  questions  In  business-law 
tests,  39 

My  teachers,  30,  83,  148,  203,  265,  330,  391, 
481 


N 

National  Association  of  Accredited  Coomterclal 
Schools,  2,  256,  312 

National  Association  of  Business  Teacher- 
Training  Institutions,  256,  312,  438 
National  Business  Teachers  Association,  2,  131, 
192  ,  312,  566 

National  Office  Management  Association,  51,  70, 
132,  196,  258,  326,  385,  510 
National  Secretaries  Association,  316 
Neill,  Jack  R. 

Twins — not  brothers-ln-law,  201 
Nelson,  Carol  Smith 

What?  No  equipment?  218 
Nelson,  Julius 

Artistic  alphabet.  No.  1,  367;  No.  2,  429; 
No.  3,  471;  No.  4,  533;  No.  5,  600 
New  teacher,  aren't  you?  12 
Not  entirely  elite,  though,  455 

0 

Obituaries 

Allen,  F.  0.,  378 
Barnes,  H.  E.,  6 
Beal,  J.  A.,  378 
Beauchamp,  Owen  W.,  324 
Behrensmeyer,  Henry  P. ,  568 
Bothwell,  May,  6 
Buford,  J.  E.,  378 
Carlson,  Mrs.  Paul  A.,  128 
Cecil,  L.  M. ,  378 
Chamberlain,  W.  S.,  378 
Cody,  Katherine  F. ,  324 
Duffy,  lone  C.,  508 
Fox,  M.  D.,  378 
Oalnes,  Delf  J.,  378 
Oarbutt,  Frederick  George,  324 
Gregg,  John  Robert,  437 
Hlttler,  George  M. ,  6 
Jones,  Lloyd  L. ,  442 
Lockyear,  M.  H.,  378 
Maukert ,  Karl  M. ,  128 
McGraw,  James  H.,  443 
McNamara,  Dr.  Edward  J.,  378 
Morris,  Willard,  378 
Norman,  Edward  H.,  324 
North,  Dr.  Samuel,  6 
Owen,  Henry  M. ,  324 
Platt,  Mrs.  E.  M.,  Sr.,  378 
Platt,  E.  M. ,  Jr.,  378 
Ragland,  Mrs.  A.,  380 
Seeley,  John  H.,  380 
Smith,  D.  C.,  380 
Spillman,  Harry  Collins,  568 
Thibodeau,  Joseph  D. ,  380 
Uhler,  Dr.  Joseph  M. ,  191 
Walker,  Lloyd,  380 
Watts,  Adam  J.,  191 
White,  Walter,  254 
ZuTavern,  A.  B.,  191 

Observation  trips  In  teaching  retailing,  464 
Office  practice 

Clerical  training  for  the  foreign  service, 
452 

Getting  out  commercial  work  for  teachers, 
460 

Making  a  success  of  your  Job,  281 
Project,  Red  Cross,  388 
What?  No  equipment?  218 


Office  training 

Good  grooming  and  "Sm-o-o-th  Susan,"  47 

Twins — not  brotherc-ln-law,  201 
On  the  lookout,  62,  124,  186,  248,  310,  374, 
436,  500,  562,  624 
Owen,  Henry 

Sacred  cow — the  bookkeeping  cycle,  301 
P 

People,  4,  66,  128,  190,  252,  320,  376,  440, 
506,  566 

Placement  bureau,  328 
Play's  the  thing,  the,  392 
Pollshook,  William  M. 

Business  arithmetic — alone  or  Integrated? 

492 

Q-Sago  unit  on  life  Insurance,  a,  415 
Practical  audio-visual  aids  In  business 
education,  468 

Practice  wdiat  you  preach — by  subbing,  537 
Pretranscription  training,  346 
Problem  dictation  for  transcription,  489 
Professional  groups,  49,  68,  130,  191,  254, 

380,  438,  564 

Professional  news,  2,  64,  126,  188,  250,  318, 
382,  438,  502,  508,  564,  569 
Project,  Red  Cross,  388 
Public  relations 

Business  promotes  school-aid  campaign,  276 

Teacher,  the  classroom  salesman,  478 
Public  speaking 

I  have  stopped  speaking — for  free,  404 

Q 

Q-Sago  pattern  for  teaching  elementary  business 
training,  the,  96,  170,  215,  293,  363, 
415,  484,  550,  603  (fififi  also  Junior 
business) 

R 

Raskin,  Irving 

Supervisor  views  your  lesson  planning,  the, 
596 

Rebuttal — the  business  teacher  looks  back  at 
the  administrator,  211 
Recording  consignment  transactions,  606 
Recording  sale  of  bonds  at  a  discount,  476 
Recording  the  sale  of  bonds  at  a  premium, 

425 

Research,  pertinent,  35,  126 
Retailing  (figs  Distributive  education) 

Ringing  the  bell,  400 
Rosenberg,  R.  Robert 

Alternate-answer  tests  In  business  law,  286 

Case-study  tests  In  business  law,  524 

Matchlng-test  questions  In  business-law 
tests,  482 

Multiple-choice  questions  In  business-law 
tests,  39 

Single-answer  questions  In  business-law 
tests,  160 

S 

Sacred  cow — the  bookkeeping  cycle,  301 
Salesmanship 

Administrator  looks  at  the  salesmanship 
teacher,  the,  271 

Business  trains  for  sales,  207 

To  teach  the  principles  of  selling, 
demonstrate  them,  272 


Saltznan,  Lloyd  R. 

How  vocational  Is  your  sales  course?  8 
Satlowj  I.  David 

Supervisor  views  your  lesson  planning,  the, 
596 

Teacher  Intervlsltatlon,  266 
Schools,  73,  260,  324,  443,  515 
Secretarial  clinic,  198 
Secretaries 

Are  secretarial  beginners  worse?  35 
Secretariat  clinic,  198 
Shorthand 

Administrator  looks  at  the  shorthand 
teacher,  the,  107 

Aim  at  only  one  sklll-bulldlng  objective  at 
a  time,  222 

Brief-form  drills  can  be  fun,  422 
Build  on  beginners'  longhand  skill,  24 
Build  shorthand  vocabulary  along  with  speed, 
288 

Business-letter  phrase-frequency  count,  356, 
426 

Difficulty  of  shorthand  dictation  material, 
the,  13,  85,  162 

How's  your  shorthand  penmanship,  shorthand 
teacher?  528 

John  Robert  Gregg,  74,  134 
Shorthand  Games,  226 
Spanish  shorthand,  607 
Ten  ccmandments  for  the  teaching  of 
shorthand,  I,  24;  II,  89;  III,  151; 

IV,  222;  V,  288;  VI,  358;  VII,  406; 

VIII,  459;  IX,  543;  X,  590;  summary, 

591 

Sllverberg,  Ruth  L. 

Beyond  the  experimental  stage,  92 
Singer,  Perry 

First  week  In  bookkeeping,  the,  456 
Slngle-emswer  questions  In  business-law  tests, 
160 

Sister  M.  Frances 

Skit  of  the  month,  16,  90,  159,  221,  292, 
334,  408,  481 
Sister  Mary  Immaculata 
Secretarial  clinic,  198 
Sister  M.  Therese 

Type  Into  stardom,  84 
Slvells,  Leila  Mae 

Making  a  survey  work,  613 
Sklmln,  Eleanor 

Business  education  In  Central  America,  579 
Skit  of  the  month,  16,  90,  159,  221,  292,  334, 
408,  481 

Slaughter,  Robert  E. 

John  Robert  Gregg,  74,  134 
Smith,  Ethel  Beatty 

Teaching  aids:  picture  stories,  212 
Smith,  Harold  H. 

Not  entirely  elite,  though,  455 
Southeastern  Business  College  Association,  51, 
380,  566 

Southern  Business  Education  Association,  2,  69, 
130,  315 

Southwestern  Private  Schools  Association,  258, 
314 

Spanish  shorthand,  607 
State  and  city  supervisors  of  business 
education,  166,  247 
Steffes,  Robert  A. 

Typewriter  ribbons  need  attention,  104 


Stewart,  Marie  M. 

What  is  your  V.Q.?  232 
Strahl,  Mrs.  R.  M. 

Thumbs — for  teaching  business  English,  332 
Stroop,  Christine 

Human  element,  the,  519 
Student  service  shoppers,  106 
Substitute  shorthand  for  longhand,  89 
Sumnarlzlng  accounts,  235 
Summer  ahead,  the,  534 
Summer  school  directory,  444,  513 
Supervision  (aae  Administration  and 
supervision) 

Supervisor  views  your  lesson  planning,  the,  596 
System  for  handling  funds  of  pupil  activities, 
587 

T 

Teacher  Intervlsltatlon,  266 
Teacher,  the  classroom  salesman,  478 
Teachers 

I  believe  In  convention  values,  402 
Teachers'  analysis  chart  for  typewriting,  224 
Teacher  training 

Collegiate  credit  In  skill  courses,  611 
Join  the  Jury,  154 
New  teacher,  aren't  you?  12 
Practice  »Miat  you  preach — by  subbing,  537 
Sunoner  school  can  be  fun,  534 
Too  old  for  summer  school?  539 
Vocational  training  In  business  education, 
336,  396 

Teaching  aids:  picture  stories,  212 
Teaching  methods 

Blackboard  Is  for  George,  the,  88 
Human  element,  the,  519 
If  I  had  more  time,  290 
Play's  the  thing,  the,  392 
Q-Sago  pattern  for  teaching  elementary 
business  training,  the,  96,  170,  215, 

293,  363,  415  ,  484  ,  550,  603 
Shorthand  games,  226 
Technique  of  saying  'no,"  the,  238 
Ten  commandments  for  the  teaching  of  shorthand, 
I,  24;  II,  89;  III,  151;  IV,  222;  V,  288; 
VI,  358;  VII,  406;  VIII,  459;  IX,  543; 

X,  590 

Ten  tips  for  beginning  bookkeeping  teachers, 

27 

Thumbs — for  teaching  business  English,  332 
To  guarantee  practical  bookkeeping,  521 
To  teach  the  principles  of  selling, 
demonstrate  them,  272 
Too  old  for  summer  school?  539 
Training  first-year  typevwltlng  pupils  for 
contest,  342 

Transcription,  42,  102,  349,  419  (aflfl  also 
Shorthand) 

Administrator  looks  at  the  transcription 
teacher,  the,  <21 
Pretranscription  training,  346 
Problem  dictation  for  transcription,  489 
Transcription  awards,  43,  103,  176,  228,  296, 
348,  418,  472,  545 
Transcription  In  Connecticut,  581 
Trl-State  Business  Education  Association,  68, 
192,  314,  439,  565 
Twins — not  brothers-ln-law,  201 
Type  Into  stardom,  84 
Typewriter  ribbons  need  attention,  104 


Typewriting 

Administrator  looks  at  the  typewriting 
teacher,  the,  210 

Artistic  alphabet.  No.  1,  367;  No.  2,  429; 

No.  3,  471;  No.  4,  533;  No.  5,  600 
Classroom  typewriters — pica  or  elite?  454 
Demanding  Miss  Brown,  the,  138 
Don't  grade  so  many  typing  papers,  574 
Electric  typing,  516 
Not  entirely  elite,  though,  455 
Ringing  the  bell,  400 
Teachers'  analysis  chart  for  typewriting, 

224 

Training  first-year  typewriting  pupils  for 
contests,  342 
Type  Into  stardom,  84 
Typewriter  ribbons  need  attention,  104 
Typing  "budgets"  aren't  adequate,  21 
Wanted:  one  typist,  79 

Will  your  students  meet  "strange"  keyboards? 
262 

U 

Ulrich,  Florence  Elaine 

How's  your  shorthand  penmanship,  shorthand 
teacher?  528 

United  Business  Education  Association,  50,  69, 
504 

Use  automatic  Instead  of  formal  reviews,  151 
V 

Vary  the  tempo  of  your  teaching,  459 
Visual  aids  (sfifi  Audio-visual  aids) 

Vocational  training  In  business  education,  336, 
396 

W 

Watkins,  Grace  V. 

Brief-form  drills  can  be  fun,  422 
Shorthand  games,  226 
What  Is  your  V.Q.?  232 
What,  no  business  library?  585 
What?  No  equipment?  218 
When  you  teach,  teach,  don't  test,  406 
Wilbur,  Elmer  C. 

Pretranscription  training,  346 
Wllllns,  Stella 

Will  your  students  meet  "strange"  keyboards? 
262 

Wolford,  Earl  Y. 

Training  first-year  typewriting  pupils  for 
contests,  342 
Wood,  Marlon 

Case  studies,  50,  106,  143,  270,  341,  429, 
463,  529 

Teachers'  analysis  chart  for  typewriting, 
224 

Work  experience  (aea  Co-operative  education) 
World's  Worst  Transcript,  42,  102,  349,  419 

Z 

Zacur,  Howard  A. 

Charting  preferred  stock  transactions,  352 
Charting  promissory  notes,  46 
Charting  sinking  fund  accounts,  549 
Charting  the  voucher  system,  169 
Common  stock  transactions,  280 
Discounting  promissory  notes,  113 
Recording  consignment  transactions,  606 
Recording  sale  of  bonds  at  a  discount,  476 


Zacur,  HoMard  A.  (continued) 

Recording  sale  of  bonds  at  a  premium,  425 
Summarizing  accounts,  235 


SPECIAL 

Accounting  cycles  (Hoviard  A.  Zacur) 

Charting  promissory  notes,  46 
Discounting  prcanlssory  notes,  113 
Charting  the  voucher  system,  169 
Summarizing  accounts,  235 
Conmon  stock  transactions,  280 
Charting  preferred  stock  transactions,  352 
Charting  the  sale  of  bonds,  425 
Recording  sale  of  bonds  at  a  discount,  476 
Charting  sinking  fund  accounts,  549 
Recording  consignment  transactions,  606 
Administration  (John  N.  Given) 

Administrator  looks  at  the  business  teacher, 
the,  34 

Administrator  looks  at  the  shorthand 
teacher,  the,  107 

Administrator  looks  at  the  bookkeeping 
teacher,  the,  153 

Administrator  looks  at  the  typing  teacher, 
the,  210 

Administrator  looks  at  the  sales  teacher, 
the,  271 

Administrator  looks  at  the  secretarial 
practice  teacher,  the,  335 
Administrator  looks  at  the  transcription 
teacher,  the,  421 

Administrator  looks  at  the  elementary 
business  teacher,  the,  467 
Administrator  looks  at  the  business-law 
teacher,  the,  527 

Business  teacher  as  a  craftsman,  the,  602 
Business  law  (R.  Robert  Rosenberg) 

Multiple-choice  questions  In  business-law 
tests,  39 


Zoubek,  Charles  E. 

Business-letter  phrase -frequency  count,  356, 
426 


SERIES 

Business  law  (R.  R.  Rosenberg — continued) 
Single-answer  questions  In  business-law 
tests,  160 

Alternate -answer  tests  In  business  law, 

286 

Matchlng-test  questions  In  business-law 
tests,  482 

Case-study  tests  In  business  law,  524 
Junior  business 

Q-Sago  pattern  for  teaching  elementary 
business  training,  the,  97 
Classroom  organization  for  teaching 
elementary  business  training,  170 
Q-Sago  unit  on  advertising,  a,  215 
Q-Sago  unit  on  shipping  services,  a,  293 
Q-Sago  unit  on  consumer  credit,  a,  363 
Q-Sago  unit  on  life  Insurance,  a,  415 
Q-Sago  unit  on  selling,  a,  484 
Q-Sago  unit  on  planning  a  business  career, 

550 

Q-Sago  unit  on  local  transportation,  a,  603 
Shorthand  (Clyde  I.  Blanchard) 

Build  on  beginners'  longhand  skill,  24 
Substitute  shorthand  for  longhand,  89 
Use  automatic  Instead  of  formal  reviews,  151 
Only  one  objective  at  a  time,  222 
Build  vocabulary  along  with  speed,  288 
Build  speed  by  the  pyramid  plan,  358 
When  you  teach,  teach,  don't  test,  406 
Vary  the  tempo  of  your  teaching,  459 
Give  the  right  kind  of  remedial  assistance, 
543 

Measure  outcomes  by  more  than  words-a-mlnute, 
590 


The  Business  Education  World  is  published  monthly  (except  July  and  August)  by  The 
Gregg  Publishing  Company,  John  Robert  Gregg,  President;  Guy  S.  Fry,  Secretary- 
Treasurer;  Hubert  A.  Hagar,  General  Manager,  270  Madison  Avenue,  New  York,  New 
York;  Boston  Office,  Statler  Building,  Boston,  Massachusetts;  Chicago  Office,  37  South 
Wabash  Avenue,  Chicago,  Illinois;  San  Francisco  Office,  Phelan  Building,  San  Francisco, 
California;  Dallas  Office,  707  Browder  Street,  Dallas,  Texas;  Canadian  Office,  30  Bloor 
Street  West,  Toronto,  Ontario,  Canada;  European  Office,  The  Gregg  Publishing  Company, 
Ltd.,  Gregg  House,  51  Russell  Square,  London,  W.C.  1,  England;  Australian  Office,  The 
Gregg  Publishing  Company  (Aust.),  Remington  House,  Liverpool  Street,  Sydney,  New  South 
Wales;  Agency  for  India  and  Farther  India,  Progressive  Corporation,  Ltd.,  Bombay. 
Printed  in  the  U.  S.  A. 

Subscription  rates;  $2.50  a  year;  25  cents  a  copy,  in  the  United  States  and  Canada.  $3 
a  year  to  all  foreign  countries. 


1' 


s 

I 

I 


'  f 


I 


